
Add/Modify Users

Existing Admin users can add or update users in iSupplier.

https://einvoice.usps.com

 USPS iSupplier

Step 1 • Select USPS iSupplier External User Maintenance.

Step 2 • Select Contact Directory.

Step 3 • To modify user select update, on up on the right hand side.
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• To Add a new user, select Create. Step 4 

Step 5 

• Make sure the email address is populated under username.
o The system will send the added user an email with a password reset link.

Step 6 

• Enter user's: First, Last Name, Email Address and Phone number.
• Check the Create User Account for this Contact Check-box.
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Assign one or more user roles and select Apply

• USPS iSupplier External Account Inquiry will allow the users to come
in the system and query the account-view invoices and payments.

• USPS iSupplier External invoice Creation will allow users to come in
submit invoices on behalf of the organization.

Step 5 •

Once the user has been added, they will receive an email with a password reset 
link. Please see iSupplier Login or Password Reset Instructions for more details.
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